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Testing Coordinator Wilson County
duncanfi@k12tn.net

Kimi Sucharski
Testing Coordinator Montgomery County

Kimi.sucharski(@cmss.net

Deb Malone

Associate Director Assessment Fiscal Services

deb.malone@state.tn.us
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Welcome

Overview
s Describe duties of TC
% Provide resources for TC

*¢ Share Veteran TC’s Success Secrets
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AER Computer Lab
Tues pm — Thurs am — RM 211-212
Wed 10:30 Breakout Sessions

TCAP Achievement 3-8 Transition — RM 201
Gateway/EOC Development — RM 207
Rocket Science of Score Points — RM 209
Assessment Literacy Basics — RM 210

Wed 2:00 Breakout Sessions

TCAP Ach 3-8 ESLA/ELDA — RM 208
How to Differentiate Growth — RM 209
Value-Added at the District Level — RM 210

Assessment Literacy in Tennessee — RM 207

Thurs 8:00 Breakout Sessions
TCAP ACH 3-8 Transition — RM 210

Testing Coordinator Session

Wed. 4:30 — 5:30 — RM 204
Wed 12:45 Breakout Sessions

TCAP Achievement MAAS (2%) — RM 201
Diagnostic Assessments — RM 209
Student Led Conferencing — RM 210

Communications About Assessments — RM 208

Wed 3:15 Breakout Sessions

Research Analysis — Assessment — RM 204
Ways to Use Report Tabs in TVAAS — RM 210
Putting the Pieces Together — RM 209

Thurs 9:15 Breakout Sessions
Gateway/EOC Development — RM 210

Communications About Assessments — RM 209
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Duties of a Testing Coordinator

Serve as system contact for assessment
communications between State & local schools.

% State testing listserv

% Ordering & receiving matetials

L)

% Accounting for & shipping materials
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Duties of a Testing Coordinator

Attend State Regional Assessment Meetings

% Fall — October 27-31

Monday October 27% 9:00 am- 12:00 pm — Cookeville, Tennessee Tech.
Tuesday October 28% 9:00 am — 12:00 pm —Knoxville, Sarah Simpson Ct.
Thursday October 30t 9:00 am — 12:00 pm — Milan, Milan Middle School

Friday October 31 9:00 am — 12:00 pm — Nashville, TPS Campus, Hardison Bldg
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Duties of a Testing Coordinator

4

4
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Implement State Test Security
Guidelines.

Implement local test security
policy which incorporates, AT A
MINIMUM, the State Test
Security Guidelines.

Monitor compliance of local test
security plan.
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State of Tennéssee
Test Security Law

Tennessee Code Annotated (T.C.A.) 49-1-607:

Any person found to have not followed security guidelines for administration of
the TCAP test, or successor test, including making or distributing
unauthorized copies of the test, altering a grade or answer sheet providing
copies of answers or test questions, or otherwise compromising the
Integrity of the testing process shall be placed on immediate suspension,
and such actions will be grounds for dismissal, including dismissal of
tenured employees. Such actions shall be grounds for revocation of state
license.

[Acts 1992, ch. 535, 4.]

. .




Duties of a Testing Coordinator
TCAP

WRITING

TEST ADMINISTRATION MANUAL
2007

Read Test Administration Manual (TAM)
»  Familiar with content

% Aware of annual updates
»* Use as reference tool

Taect
% Online TAM located 7

T

http://www.state.tn.us/education/assessment X J

State of Tennessee Department of Education
Assessment, Evaluation and Research Division




Duties of a Testing Coordinator

s Disseminate information system wide

*¢* Nominate educators to attend:

- Content/Bias Item Review
- Standard Setting Meeting

- Writing Scoring Committee
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Duties of a Testing Coordinator

Train Building Test Coordinators
on...

** State Test Security Law
o Security Guidelines

o* Local Test Security Policy

o Test Administration Procedures




Develop a testing schedule

Duties of a Testing Coordinator

2008-2009 Fall Spring Summer
Achievement March 30 - April 24
EOC Last 10 days of course Last 10 days of course Last 10 days of course
Gateway Dec. 2-5 May 5-7 July 14-17
Writing Feb. 3
Competency Oct. 7-9 Feb. 10-12




Duties of a Testing Coordinator

TEST DISTRIBUTION CENTER (791} SHIPPING ORDER NO: TEST: TCAP ACHIEVEMENT 2006
0000
swtrPED TO: TomAL camToNs smFPED: o
PBUBLIC or STATE SYSTEMS SYSTEM: Q00 PUBLIC or STATE SYSTEMS
ADDRESS scHOOL: 000  setooL FOTAL GARTCHS RETURNED.
CITY.STATE ZIP
RETURNS CHECKED Y- e,
FOR SCHOOL / DISTRICT ONLY
L SERIICATION _______ {|  FORWAREHOUSEUSEONLY |
DESCRIPTION w | oro. [Fac. awr RECEWIG RETURIE =
romt | arv. | o |sere AT | ov || Usen] Unusen] =] BY || e w0 | i Jrora] + - commm

84200 |sustembeokcs  l«lwe] A4 f F W o H } o} } oy F @ |

54340 | Test Directions for Teachers ce-t8 0L

54226 e

sa3er or Teachers ne

84227 2C

53487 |Ruter isheets o1 ) s

54147 | et iracsons e Tsacners e

s Test 5o

83493 |Ruler (sheots of 4) £+X-]

44653 ons for Teachers: [+]

4051 Test a| o

63494 | Ruler (sheets o 6) 4] wm

44429 Answer Shasts o

sa252 Test 5| wo

63494 |Ruler (sheets of §) 5| wm

40430 _|answer sho ots :| o

sutficient, your Tesling SPECIAL TEST
Goardinator knmedialy.
Freasy anr wores:

% Coordinate, verify, & order online assessment materials.

https://www.eval.k-12.state.tn.us

% Verify quantities of assessment materials received, distributed, collected, & returned.

% Complete Central Office Distribution Log & verify schools’ Shipping Order Forms.

. .



https://www.eval.k-12.state.tn.us/

Duties of a Testing Coordinator

Establish restricted, secure storage area for

test materials.

Implement procedures to ensure all students
are assessed.

Monitor schools to ensure testing schedule
& local test security plan is followed.




Duties of a Testmg Coordinator

Test Name: SGL Summary
2005 TCAP ACHIEVEMENT TEST Report
00171 ALAMO CITY }
School No. 0005
School Name: AL AMO ELEM
[ stz | | Contact Person | Phone | |E-mail |
34 John Dos (B13)222-1234 john.doe@state.tn.us
Grade: 3 Teacher Name Stud. Testing Stud. Absent Total
Leathers, Jennifer a2 1 33
Comments:
Smith, Glen 2 o 22
Comments:
Grade Total: 55
Grade: 4 Teacher Name Stud. Testing Stud. Absent Total
Lineberger, Jan 26 2 28
Comments:
Taylor, Mary 24 2 26
Comments:
Grade Total: 54
Grade: & Teacher Name Stud. Testing Stud. Absent Total
Smith, Glen 18 2 20
Comments:
Grade Total: 20
Grade: & Teacher Name Stud. Testing Stud. Absent Total
Summers, Freddie 30 3 33
Comments:
Grade Total: 33
School Total: 162
Grand Total 162
Page 10of 1 1041 1/2006

SGL Reports

Review, approve, & submit School
Group List (SGL) information
online.

https://www.eval.k-12.state.tn.us

% Review SGL online.

< Approve & submit online to
AER for use in processing.



https://www.eval.k-12.state.tn.us/

Review, approve, & submit Report of

Irregularity (RI) information
online.

https://www.eval.k-12.state.tn.us
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Review RI information for each
school online.

Approve and submit online to
AER for use in processing.

Duties of a Testing Coordinator

TENNESSEE COMPREHENSIVE ASSESSMENT PROGRAM REPORT OF IRREGULARITY
RI Serial #

Test:

This form is to be used only if one the following irregularities occurred. For other significant
circumstances, use a Report of Irregular Testing Conditions. Please mark all that apply below:

A student or a group of students cheated.

B. Test administrator/proctor provided inappropriate assistance to student(s). Also complete a Breach of
Testing Security Report.

D C. A student left or was remowved after begining the test and was unable to complete the test or subtest.
Specify reason and number of items completed in documentation below.

D D. For timed tests/subtests, time limits were not observed. This includes receiving unautharized additional
time or not enough time, working ahead, or going back to a previously completed subtest.

D E. A student completed a test using defective materials or the test became damaged or contaminated. This
form should be used ONLY if the transfer of all information to ancther answer document could not be made.

D F. & student tock the wrong test or subtest. System Testing Coordinator must contact the State for further
instructions.

D F. Improper test maodifications/accomodations were used.

D G. Other Reasons. Please specify:
D G. Other Reasons. Please specify:

System Name: School Name:
AMDERSOM COUNTY AMDERSOM CO HS
Grade: Test Date:

v 1/1/1900 B

me (as on the Group Information Sheet]:

fme (as appears on test document]:

Add student to List -=

he occurrence

i

Update Cancel


https://www.eval.k-12.state.tn.us/

Duties of a Testing Coordinator

Ensure each school in system completes Faculty Student Data information
in timely manner.

Faculty
Student

Welcome to Faculty Student Data Entry

Please select the School District

0171 ALAMO CTY

00051 ALCOA CITY

(00101 ANDERSCN COUNTY
(0541 ATHEMS CITY

(10020 BEDFORD COUNTY
(00172 BELLS CITY

(10030 BENTON COUNTY
(0040 BLEDSOE COUNTY
(00030 BLOUNT COUNTY
(10274 BRADFORD 55D
(0060 BRADLEY COUNTY
(0821 BRISTOL CITY
(0070 CAMPEELL COUNTY
(10050 CAMMON COLNTY
(0100 CARTER COUNTY
(0110 CHEATHAM COLNTY
(10120 CHESTER COLNTY
(10130 CLAIBORNE COUNTY
(10140 CLAY COUNTY
(00061 CLEVELAMND CITY
(001 CLINTON CITY

(0150 COCKE COUNTY

[ ] 3




Duties of a Testing Coordinator

% Assist Building TC with problems or

emergencies.

** Lead investigation of local test security
concerns.
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Duties of a Testing Coordinator

o Verity appropriate use & accurate

completion of all Breach of
Testing Security forms.

»» Follow Flow Chart on Page 3 of

Test Administration Manual

(TAM.

Tennessee Department of Education
Assessment, Evaluation and Research Division
1252 Foster Avenue
Hardison Complex
Nashville, TN 37243

Breach of Testing Security Report

NOTE: This form is to be used only when reporting a testing sacurity breach. A Report of lrregularity should be used to report student cheating.

TCA 49-1-607. Noncompli: with security guidelines for TCAP or successor test. Any person found to have not followed security
guidelines for administration of the TCAP test, or a successor test, including making or distributing unauthorized copies of the rest,
altering a grade or answer sheet, providing copies of answers or test questions, or otherwise compromising the integrity of the testing
process shall be placed on immediate suspension, and such actions will be grounds for dismissal, including dismissal of tenured
employees. Such actions shall be grounds for revocation of state license.

System School

Test Administrator Grade Test Date

Report pertaining to (check one):

D Achievement D Cateway D End-of-Course D Writing D Competency

Explanation of Testing Security Event:
(Be sure to include a description of the event, results from the investigation, actions taken with personnel and recommendations for
student test processing, if applicable. Attach additional pages of explanation and any necessary documents.)

Secure environments
prevent breaches.

Signature of Reporter Date Phone Number

Top copy to be sent to tha State Bottom copy to be kept by reporier

ED 303
Revised 805




Duties of a Testing Coordinator
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Collect & review Adequate
Yeatly Progress
Demographic Review
forms from each school &
maintain for system records.

Submit one system form in
Breach Envelope to
appropriate AER Program
Manager by priority mail.

Adequate Yearly Progress Demographic Review

System: System #:
School School #:
Date:

Assessment:  Achievement [ | Writing || Gateway/ End of Course [

Test Administration: Fall [ | Spring [ | Summer []

School Level Completion

I/We have reviewed all student data on the Student Accountability Demographic Sheets from our
school. To the best of our knowledge the data is accurate and complete. I'We acknowledge that this
data will be utilized to fulfill reporting requirements for NCLB. TVAAS and the State report card.

(Circle one)
There were / were not RI/Breach incidents for our school

Building Testing Coordinator: Date:
Signature

System Level Completion

I'We have verified with the Building Testing Coordinator that all student data on the Student
Accountability Demographic Sheets 1s accurate and complete. I'We acknowledge that this data will
be utilized to fulfill reporting requirements for NCLB. TVAAS and the State report card.

(Circle one)
RI/Breach incident forms are/ are mot enclosed for this school.

System Level Testing Coordinator: Date
Signature

Complete the form for each school administering a TCAP Assessment
The form needs to be signed by both the Building Testing Coordinator and
the System Testing Coordinator.

Submuit the form in the Breach Envelope to the appropriate Program
Manager in the Office of Assessment. Evaluation and Research.

ED 5223 9/05



Duties of a Testing Coordinator

TENNESSEE COMPREHENSIVE ASSESSMENT PROGRAM
INACTIVE TEST MATERIAL

System Name No. School Name No.

Test Grade/Content Test A

Complete one form for each incident type per grade/content area.
This form is to be Used only if the isted incidents occurred.

Do NOT place the following under this form:

+ Braille and large-print test materials (Retum these fest materials per shipping instructions and place the transcribed
answer document under the appropriate Group Information Sheet [GIS].)
Test booklets with only student names or random marks, except K-3 Achievement (Place them with used test materials.)
Used writing prompts or directions {Place them with used test materials.)
Test booklets or answer documents with manufacturing defects (System Testing Coordinator must confact the State for
further instructions.)
Writing folders with responses, separated at perforafion (Place them together under the appropriate GIS, in order.)
Unused. pre-coded Student Group Lists and GISs (Place them with used test materials.)

O A student marked responses in the test hooklet (excluding K-3 Achievement). Demographic data and answers have been
franscribed onto an answer document and placed under the appropriate GIS. Test booklet to be destroyed is under this form
A pre-coded answer document for a student no longer enrolled is under this form. A pre-coded answer document for a
student absent from the Writing Assessment is under this form, and a completed Absentee Form for the absent student is
under the iate Writing Assessment GIS. (Students absent from other assessments are noted on the answer document
and placed under the appropriate GIS for that assessment.)

A completed Absentee Form for a student who later took the make-up test is under this form (Wniting Assessment Only). The

document to be scored is under the appropriate GIS.

There are duplicate answer documents for a student. The document to be destroyed is under this form. The document fo be

scored is under the appropriate GIS

A student took the wrong test. The incomect fest answer document is under this form. The correct test document to be

scored is under the appropriate GIS. {If the correct test could not be administered, also complete a Report of Ireqularity.)

An answer document with student responses is contaminated (e.g., vomit, blood). The answers have been transcribed to

another answer document and placed under the appropriate GIS. Contaminated documents must be securely destroyed by

the System Testing Coordinator and listed helow. If the answers CANNOT he transcribed to a new answer document,
complete a Report of Imegularity and contact the System Testing Coordinator.

0 An answer document with student responses is damaged. The answers have been transcribed to another answer document
and placed under the appropriate GIS. Damaged documents to be destroyed are under this form. If the answers CANNOT
be transcribed to a new answer document, complete 3 Report of Irregularity and contact the System Testing Coordinator.

0 A student filled in circles en an answer document in ink. Information has been transcribed onto a new answer document and
placed under the appropriate GIS. The document to be destroyed is under this form.

]

| S S S ]

Number of Documents paper banded under this form:
Siudent Name(s) and Social Security Number(s):

TEST Place this completed form on top of the
ADMINISTRATOR: related test matenal, paper band and

return to the Building Testing Coordinator. Test Administrator’s Signature

BUILDING TESTING
COORDINATOR:

Return this form and materials to the
System Testing Coordinator.

Building Testing Coordinator's Signature

SYSTEM TESTING
COORDINATOR:

Make a copy of this form for system use
Return the form and materials per
instructions in the Test Administration Manual.

System Testing Coordinator's Signature

Verity appropriate use &
accurate completion of all
Inactive Test Material
forms.

J

< Verity materials placed
under I'TM should not
be scored.

)

< Sign I'TM, photocopy, &
return with materials to

AER.

ED 3016 System Testing Coordinator's Phone Number
Reviszd 3105




Duties of a Testing Coordinator

Ensure assessment materials are appropriately
completed & 1n specified order when returned for
processing.

Grows List

Printéd copy of Online SGL | White Box ‘

Er=" =

GIS with Answer Documents

il (including K-3 Test Books)
e ————— | e i
i
Copy of Shipping = ==
Order Paper Band




Duties of a Testing Coordinator

Answer Documents should
be returned in white
boxes within 3 business
days after testing is
completed.

White Box

All other testing materials
should be returned in
brown boxes within 5
business days after testing
is completed.

Brown Box ‘
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Duties of a Testing Coordinator
Ensure each school in system completes

£~ NCS SchoolHouse™ Web Site - Windows Internet Explorer

Student Demographic Data EE T B
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Duties of a Testing Coordinator

Distribute test results promptly to appropriate school personnel.

Achievement Gateway and End of Course
Available on Online on SchoolHouse Available on Online on
Individual Profile Report ~ SchoolHouse
Class Record Sheet Individual Profile Report
Performance Level Summary Report Class Report
School and System Performance Level Summary
Reporting Category Performance % Reports
Proficient School and System
School and System Performance Summary
Reporting Category Performance Index Reports
Report School/Teacher
School and System System/School
Disaggregation Summary Report | Student Label |Pe€mographic Summary
School and System . Reports
Individual

School and System

Profile Report
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What makes Ife of §TC easier’

RS estn

Good Building Test Coordinators

%
Ay,
%f

Stress importance of having principal assign someone to this position who is organized,
structured, prepared, & can follow instructions.

s -
gy Dty SN ews . Trains

“Toty gocurity
1esi® _wes  proctors
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On-line Resource

Strategies for Improving the Process of Educational Assessment

Author: M. Kevin Matter
Journal Article from Practical Assessment, Research, & Evaluation

bttp:/ [ pareonline.net/ getvn.asp 2v=6>n=9

s Communication

% Training of BTC
»  Rewarding & Reinforcing Quality Work

** Continual Improvement in Processes



http://pareonline.net/getvn.asp?v=6&n=9

http://www.state.tn.us/education/assessment/

ddress |g’| http:ffrnene  state. kn,usfeducation/assessment| V| Go - Lif

TENNESSEE.GOV

Department of Education

Lana Seivers, Commissioner

Horne | 1At Reparts rams | Online

Assessment, Evaluation and Research Division

f
TENNESSEE

@ DEPARTMENT The function of the Evaluation and Assessment Division is to implement the T4

OF EDUCATION Comprehensive Assessment Program (TGAP) which includes state-mandated

assessment programs. This office provides assistance to schools and syste
General Test Taking Strategies £ state tests, testing schedules and procedures, and the appropriate use 0fstat1
X iy results for the improverment of classroom instruction and student achieverment
Mational Assessment of Educational
Frogress (NAEF) . . .
The TCAP currently includes the Achievement Test {(grades 3-8}, the YWriting Te
Secondary TCAP Assessments Competency Test, the Gateway Tests and the End of Gourse Tests.

(End of Course and Gateway)

TCAP Achievernent Assessment thed.assessment@state th.us

TCARRaatinaEahadul fardisan Camnle: TRS Camons_

Test 2004 TVAAS System Report for Alpha School District

Tool TCAP CRT Math
ﬂ Estimated Mean NCE Gain

(g B - 2 g L £ Mean NCE Gain over Grades |
Growth Standard: 00 00 00 00 00 Relative to
State 3-Y1-Avy: 12 00 13 14 03 szr.:ﬂ‘n State
2002 Mean NCE Gain:

St Error:

2003 Mean NCE Gain: 1.0Q°

= & WO D e L[ - @ (| D] 3 e T- xm

StdError:

2004 Mean NCE Gain:

Std Exror:
3¥r-Avg NCE Gain: 0.4 017 0.4} WRITING ASSESSMENT

StdError; Write your final compaosition here. G 13a

Aldrr Q;é‘{ u,d' Anzy pda:-r wih_she ssonld

orade:| 3 n s 5 7 & M M-:df ik be o bome wapt Moy Lot
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(1998: conlimenth, Like Qi ot Ecrape, Ths ,dé'aa of uwald

State 3.Y1-Avy: 48 488 188 470 47 4638 e Ao Jc b the dowas ,?/ ocont floor.
2001 Mean: 406 415 415 4.4 38.0 75 EFrr flooe A Aty excLiay Lo
2002 Mean: 31 307 403 404 383 401 ez o o floo Aok o daabil h Attt eak /
2003 Mean: 387 18 432 404 404 374 vl ol upcdd Lt 2o doo zhi i%f:-’w oih

2004 Mean: 4.7 ) 408 408 205 304 Gund_aboankd dnd Atids Lt Ahod ang lissne o Zhi ogn

Pinna Bnd ol snodd cdid Lida P Aot sl o diTnns
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TVAAS Site

TAM

Proficiency Levels

Test Schedule & Time Chart

Practice Tests

Accommodations
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Contact Information

Assessment, Evaluation, Research, and e-Learning

Phone:  (615) 741-0720

E-mail: tned.assessment@state.tn.us

Web: http://www.state.tn.us/education/assessment/

e Department of Education September 12, 2008; Publication
, Authorization No. 331852; 150 copies. This public document was
‘L promulgated at a cost of $ 0.38 per copy.
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